
Client Quarterly Business Update Meeting 

Dear [Client's Name], 

We hope this message finds you well. We would like to schedule our upcoming quarterly 

business update meeting to discuss our progress and plans moving forward. 

Proposed Date & Time: [Insert Date & Time] 

Location: [Insert Location/Video Call Link] 

During this meeting, we will cover: 

• Review of the past quarter's performance 

• Key achievements and milestones 

• Challenges faced and solutions implemented 

• Plans for the upcoming quarter 

Please let us know your availability for the proposed date or if there is another time that works 

better for you. 

Thank you for your continued partnership. We look forward to our discussion. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


